USAI D/ General Notice
| NFORMATI ON M AS/ | RD
12/ 01/ 1999

SUBJECT: The Decenber 1999 Automated Directives System (ADS) Notice

All written guidance related to Agency operating procedures across all of the

Agency's systens is produced and di ssem nated through the ADS. This includes

the reengi neered ADS chapters, currently active portions of the old Handbooks,
Agency policies, contract information bulletins, Agency Policy notices, and all
del egations of authority.

This nonthly notice is divided into three sections:

Section I|: This section lists the policy notices not included on
ADS CD 16, but are posted to the ADS web site. Policy
notices are posted to the ADS web site 3 - 10 business
days after they are issued.

Section I1I: This section pertains to ADS tips.

Section I11: This section describes the ADS and provi des instructions
for accessing the ADS CD.

Policy Notices Since ADS Conpact Disk (CD) 16

Al'l Agency personnel have access to Ceneral Policy Notices and should read and
assinmlate the new policies. The notices are distributed each evening fromthe
Notice Sender nmil box to everyone in USAID/Wand to specific nail boxes within
the M ssions.

A nunber of USAID/ General Policy Notices have been issued since the rel ease of
ADS CD 16.

Pl ease note:
* ADS CD 16 is accessible to ALL USAI D) Wenpl oyees via the Local Area
Network (LAN). ADS CDs were mailed to the M ssions on Thursday,

Novenber 18, 1999. |If you are in USAID/Wand unable to | ocate ADS
CD 16, please contact the IRM Hel p Desk for assistance.

* ADS CD 16 material and Policy Notices are also accessible via the
ADS web site.

ADS | NTRANET:  http://ww. usai d. gov/ ADS/
ADS | NTERNET: http://ww. i nfo.usaid. gov/pubs/ads

Policy Notices not included on ADS CD 16 but posted to the ADS website:

NOTI CE DATE SUBJECT
Nanme/ No.

NOVEMBER 1999



EXEMSQ09 11/ 22/ 1999 Operating Under a Continui ng Resol ution

EXEMSQ06 11/12/ 1999 Operating Under a Continui ng Resol ution

1124 11/ 09/ 1999 Notices for USAID Wb Sites

EXEMSQ02 11/08/ 1999 Ext ensi on of Continuing Resol ution

EXEMSQ03 11/08/ 1999 Operating Under a Continui ng Resol ution
OCTOBER 1999

EXEMSQ05 10/ 29/ 1999 Operating Under a Continui ng Resol ution

1048 10/ 26/ 1999 Aut omated Directives System Chapter 321, Smal

Busi ness Prograns, Disadvantaged Enterprises and
M nority Serving Institutions

EXEMSG02 10/ 22/ 1999 Operating Under a Continui ng Resol ution
1042 10/ 21/ 1999 Aut omat ed Directives System Chapter 318, Patent
Ri ghts
1027 10/ 12/ 1999 Year 2000 (Y2K) Leave Restoration Policy
1019 10/ 06/ 1999 ADS Update for Chapter 545 - Automated | nfornation
1019a Systens Security
1019b & 1019c
EXEMSQ01 10/ 01/ 1999 Operating Under a Continui ng Resol ution
SEPTEMEBER 1999
0945 09/ 28/ 1999 Pre-Logon Aut omat ed Data Processing System Warni ng
Banners

El ectroni ¢ Copi es:

* Policy notices nmay al so be obtai ned by sending an e-mail to Notice
Mai | box@v AS. | RD@AI DW

* CIBs issued since ADS CD 16 are found on the M OP webpage
www. i nf 0. usai d. gov/ procurenent _bus_opp/ procurenent/cib

CIBs issued prior to ADS CD 16 are al so avail able on the M OP web page.
CIBs nay al so be obtained from M OP/ POL ((202) 712-0610).

Hel pful TIPS when using the ADS and ADS CD

Each nonth we will include ADS content and/or ADS CD hel pful tips. This nonth's
tips pertain to the ADS website and scrolling through the ADS CD

NEW - Starting 12/01/1999, ADS Chapters housed on the ADS web pages will be
converted to Adobe Acrobat Portable Docunment Fornmat (PDF) one Series at a tine.

PDF files retain the format structure of the ADS chapter. These files will
repl ace the existing HTM. ADS Chapter files. If you do not have the Adobe
Acrobat Reader installed on your computer or you have the 3.0 Adobe Acrobat
Reader, you can update to 4.0 or downl oad Adobe Acrobat Reader 4.0 fromthe
Adobe hone page:

http://ww. adobe. coni proi ndex/ acrobat/readst ep. ht m

You may also click on the "Get Adobe Acrobat Reader" link on the ADS Hone Page.



The Adobe Acrobat Reader includes a built in search engine that will nake it
easy to search within a docunent. Hyperlinks (linking fromone docunent to
another)fromthe Table of Contents, within the chapter (where applicable), and
to other ADS chapters, ADS references, or external regulations will be built
into each ADS PDF chapter file.

Q1 Is it possible to downl oad the Word or WordPerfect versions of the ADS
chapters fromthe ADS intranet web pages?

Al Yes. People who have access to the USAID i ntranet nmay downl oad ADS
chapters in Wrd or WrdPerfect. See the 'Downl oad" web page |ocated at:
http://ww. usai d. gov/ ADS/ ft pads/ i ndex. ht m

Q2 Is it possible to downl oad the ADS Word or WordPerfect Chapter versions
fromthe Internet?

A 2 No. USAID Internet readers may send an e-nmail to ADS@JSAI D. GOV to receive
an electronic copy of a specific chapter

Q3 When will the Series 400, Personnel, Interim Updates be | oaded to the ADS
I ntranet website?

A 3 Series 400 Interim Updates will be posted to the ADS intranet website by
12/ 03/ 1999.

How do | scroll through a docunent on the ADS CD?

Easy. Cick on the double arrow keys found in the bottomright corner of
the ADS CD screen. The doubl e arrow keys pointing down nove you forward
t hrough the docunent. Use the double arrow keys pointing up to nove
backwar ds through the docunent.
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What is the ADS?

The ADS sets forth the Agency's policies and essential procedures, as well as
mandat ory and supplenmentary informational references. It contains six
functional series, interimpolicy updates, valid Al D Handbook chapters, a
resource library, and a gl ossary.

The functional series consist of ADS chapters that have been witten in a
standardi zed format. The six functional series are as foll ows:

Series 100 Organization and Executive Managenent
Series 200 USAI D Program Assi stance

Series 300 Acquisition and Assistance Agreenents
Series 400 Personne

Series 500 Managenent Services

Series 600 Budget and Fi nance

Ot her Sections of the ADS:
* The Interi m Updates are USAI D/ General Policy notices that are not yet in

the standardi zed format. Over tine, the Interim Updates will be incorporated
into appropriate ADS chapter(s).



* The Al D Handbook Series includes the few Handbook chapters that are stil
valid, and serves as a cross reference between the Handbooks and ADS chapters in
t he functional series.

* The Resource Library contains the Mandatory and Suppl enentary References.
Mandat ory References are the Government's regul ations and other material that
the Agency nust follow  Suppl enentary References provide hel pful information
pertaining to the Agency's policies and procedures.

* The G ossary defines terms found in the functional series.

Updat es: The ADS is updated quarterly via a CD. The latest version of the
ADS CD (formerly known as DR-CD) is 16.

How Do | Access the ADS CD?

The ADS in its entirety is located on the ADS CD. |If you are in

USAI D/ Washi ngt on, please follow the steps listed below |If you are in the field,
access nmay be obtained via a CD ROM reader

USAI D/ W User s:

Step 1. Click on the Wndows "Start" Button
Step 2. Click on "NetApps"
Step 3. Click on " CDNET"

Congratul ati ons! You have successfully accessed the CD Tower. The steps from
here on are the sanme as they were when you used W ndows 3. 1.

*Step 4. Click on "ADS"
Step 5. Click on the "Run" button

*1f you do not see the ADS CD |listed, please click the "Search" button
| ocated in the bottomleft hand corner of the gray box that appears on
your screen. The systemw |l then update your |ist of CDs.

The gray box will disappear fromthe screen for a nmonment and then the ADS CD
will appear. If the ADS CD does not appear, please close the CDNET program and
repeat steps 1 through 3.

Conponents of the ADS may al so be accessed via the intranet and the Internet.
These sites currently do not contain the valid Handbook chapters, but a Iist of
whi ch Handbook chapters are still valid is included on the ADS website and this
notice. Additionally, the Internet (unlike the intranet) does not have the
Personnel Series (400) and Interim Updates for Series 100, 400, and 500.

USAI D/ General Policy Notices are placed on the web sites either as Interim
Updates or as a new or revised ADS chapter and/or reference (replacing the old
ADS material, if any), within 3 - 10 business days of their issuance.

Therefore, the ADS web sites will reflect policy updates sooner than the ADS CD
Access to the ADS nmaterial nay be obtained by accessing:

1. The ADS intranet hone page is found by accessing the USAID intranet
Home page at: http://ww. usaid.gov - Then click once on the word "ADS"
This link will take you to the USAID intranet hone page -

http: //wwv. usai d. gov/ ADS.



2. The ADS Internet hone page is found by accessing the USAID I nternet
Home page at: http://ww.info.usaid.gov/ -

The reader nust then click once on the phrase "Publications/Partner

Resources. "

Next, scroll down to the "ADS: Autonmated Directives System-- Fornerly the
USAI D handbooks" 1i nk.

Click once on this link and it will take you to the ADS Internet Hone

page: http://ww.info.usaid. gov/pubs/ads.

Policy Notices: You may al so request an electronic copy of a Policy notice by
sending an e-mail to Notice Mail box@ AS. | RD@AI DW

Questions about the ADS? Please send an e-mail to ADS@V AS. | RD@GAI DW

Poi nt of Contact: Cynthia Staples, MAS/IRD, (202) 712-0798 or you may send
an e-mail to ADS@J AS. | RD@GAI DW
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